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Unit1 Career Planning
Module I Warming Up

Task 1 Match the following pictures with the words.

Answers: (1) C (2)E ((3)B 4> A ((B)D (6)F

Task 2 Work in pairs. What kind of job do you want to do in your future? Discuss with

your partners and give your reasons.

Open.

Module IT Listening and Speaking

Dialogue One

Task 1 Listen to the dialogue and fill in the blanks with what you hear. The following

words and expressions may help you.

Answers : (1) graduation  (2) salesperson  (3) internship (4) regular  (5) secretary

Translation of Dialogue One

Bob: 1, Alice, fR5EMV G EMAH4?

Alice: "8, T —FRKAFMHE, FOVERAER—BERAESA ST, REXMEME
FERINFTZC3E

Bob: {RMLTHE& 1?2

Alice: /2. LW REH L. ERME—FK 4S JEL>], SN, BB IR E
FREARH W

Bob: K# 1, REEKIAR.

Alice: {1Wg, Bob?

Bob: Mk, RAER EXNA MM T Fit, BB N—2MH. ROBEREHILE

A EPETAE

Alice: FXANIE |, HLIRIFIE.

Bob: R H &S .

Tapescripts:

Bob: Hi, Alice. What would you like to do after graduation?

Alice: Um, well, I want to work as a salesperson for a big company. Because I don’t like to work
in an office all the time. I’d like to meet different kinds of people.

Bob: Have you prepared well for your ideal job?

Alice: Yes, | have. My major is marketing and I once took an internship in the 4S store. During
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that time, my boss was satisfied with my communication skills.

Bob: That sounds great. I envy you so much.

Alice: What about you, Bob?

Bob: Oh, you know I enjoy regular working hours. So I’d like to work as a secretary. My dream is

to work in an office regularly.

Alice: I see. I wish you good luck.

Bob: Thank you very much.

Task 2 Listen to the dialogue again and answer the following questions.

Answers:

(1) Alice’s dream is to work as a salesperson for a big company.

(2) Her major is marketing. She once took an internship in a 4S store and the boss was satisfied

with her communication skills.

(3) Bob’s dream is to be a secretary.

(4) Because he enjoys regular working hours.

Task 3 Practice the following sentences.

Omitted.

Dialogue Two

Task 1 Listen to the dialogue and tick the items you heard. The following words and

expressions may help you.

Answers: {4 money A fund A company

A aspect A entrepreneur A failures

Translation of Dialogue Two

Jack:
Ken:
Jack:
Ken:
Jack:
Ken:

Jack:
Ken:
Jack:
Ken:

b Ja R E Sk ?

BN, RRRMBE. K—HBRLERF, KA E CREhkAw .
FKIFF T WVFIXTUES A LE X

KM, . HE2RAAEAE. FAEEC,

BRAL H O 7 /7 2 A A ?

B BINEM G e SBR I, e A R fakhk. 55— J5
INER NGB AF] . MR B, AP AT XA o
{82 A 1 VF 2 R

R, X EALT K E NN A J7, JCHRAEEDH B, EEATRES RIK
BRIROLAE 170 1 BBHES, BAAUGEIRS R IRR BN E A k2K
AEH K, BRI,

Ao
=



Tapescripts:

Jack: Do you want to start your own business after you graduate from college?

Ken: Absolutely. It’s my dream. I have always wanted to run a company. So I will have my own
startup.

Jack: I’'m shocked. Maybe it’s a difficult undertaking.

Ken: Yes, it will be hard. But I am not afraid of difficulties. I believe in myself.

Jack: What do you need to do to set up your own company?

Ken: First, I will think of some ways to solve some practical problems, such as the location of the
company. Another aspect is money. I should find some people to fund my company. In a
way, | hope my company can help the world.

Jack: There are many successful stories.

Ken: Of course, it takes a lot of time and effort, especially at the first stage. There may be failures.

Jack: You have mentally prepared. I believe that you will succeed in your career and you will be a
famous entrepreneur.

Ken: Thanks a lot. I will do my best.

Task 2 Listen again and decide whether the following statements are True (T) or False (F).

Answers: (D F (2)F 3T AF BT

Task 3 Work in pairs. Please make up your own dialogue based on the following situation,

and you may refer to the sentences in the following expressions.

Open.

Module III Reading and Learning

Reading A Intensive Reading

Task 1 Read the passage about work ethics with the help of the following words and

expressions.

Translation of Reading A

SRRV B AT R BT Y < B
TR — PO SR HRGE . EHMEIRST A BT AT 28 LR R 0 At ML T 4

HR b R 7 T M AL ZA e AN NNEA BB AN S0 o 5 — 7 53 TR ML 122 7™ A% A0 <7 X 48 Jit
Mo ABAIBA IEFE. oAb, ZMINEEL I T R AT, EOvEZS AR 72
&, I BT IR A E AL IXEETE AR A AL 1 T REAKIH TTAE .

VBN AR RN AN 2 BE Ry, IV TE 48 ELFE M 03 TR TAFE S0k . MMV IE S
52 M A 2 SEER A SE I o 55 2 AR R LY P RN VR AR AR 53 T 55 T N PR . e AR AR R
KB5 T3, FONORFFAE BB B AL A -

HA P IEE NS Hol . &3 SR B — A AR MY TE 78 5 A A% )

e
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WL mEAIPOVE AER B N AR AL AR SEMAMBELE. REAESHEA
S ANV FE N — S AR PRSI A9 N TE R U (T A1 A2 RES 5 B AR LTS 1 T

FEFESH NI A BRI, BN 57T REZ B S0 —Fb AR I HE. AP KD, e A
P E A AT R — B 2. D SEIL T E A TS A
Task 2 According to the passage, tell whether the following statements are True(T)or False
(F) .
Answers: (1) T (2) F 3T 4T (5) F
Task 3 Match the column A with the column B.
Answers: (1) -h (2) -a (3) -g (4) - (5) -j

(6) -f (7) d (8) -e (9) - (10) -b
Task 4 Complete the sentences with the proper form of the given words in the box.
Answers: (1) responsible (2) face (3) approach
(4) principles (5) effect (6) suggests
Reading B Extensive Reading
Task 1 Read the passage about highly valuable employees with the help of the following
words and expressions.
Translation of Reading B
BHE R TRIAE

—R)EAE, CWRIRABEA A, B MR, A TR TR IR AT 7. W
RARIE A — 2 E A L, A T M Sk A=A L0 (R 35 BE = 3 m IR E S BRI i U7
%o

AR AL

HE, WRREER, —MNMIMER R TSR, JFR& M e, B
FEAEBEFEIEAZ — 2 5 S I B 5 TR 53 — D IEAR AR AL 2 AT SE . SRR b
K, FOIE PR A T RRIURLF, I B RO BARRER, RRAEMER. WEE, X
N TWRE AT XA TR RGN TR R AR SONAR, B9 13— RN I 98 S 1) A
K, BEREEZ]

TEIRM

FER MBI T KT I R—AMIS 1) . AR WHE R R TR B ES I H 2 5hen. Bk
ENERE A A R A —— I8 % AL R U IR 2/, M SR AT -8 2 IF ik
o X2 5% TR ik B SR 2 M SUERAWHR THBAT SR . XL LT3N 17
MR BERS M1, A28 E O “0 AR P E”,

BIRHOE

—AAE R 5 B TAER SIS . i S0 B I O R SR i NS B . — A

I &
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TP ELR 3 T bR — RIe AR AW JIFae Bt .

A IE S

e, AREEHU T AR ZRERT 2 =] AT O (B A B3 T3 2 ™ ) ) AR D5 QR I X
TR Ao X8 B T2 A O H QR TAE . BRI S SRR 0 TA XA R,
MBS WTEE . BhET AR USRI IS RE, AR 2 O AR B vh e A A (B AR A 5 22
Task2 Word match.
Answers: (1) -f  (2) -e (3) -b (4) d (5) -a (6) -
Task 3 Read the following sentences. Then translate them into Chinese.
Answers:
(1) FAEAUHME R 5 TRBK EIFH 2 HREM
(2) —/NME B O 0 TAER 2 e
(3) —MAMER R TREMIFZAE, L& Refi IEFhE .
(4) WRARE RN — i E A T, A T AR LR A A2 3 ) 25 B B R 1 B g
D) SIRr
(5) AREEHULT AR, ZEERT 27 A O (B A 53 ol 20 6™ B ) AR D7 sSURBLH IX F 22
RRAG o

Module IV Workplace Writing

Writing One Resume
Task 3 Study the format of the above sample and write your own resume.
Omitted.
Writing Two Career Planning

Task 2 Choose what you consider as important when making a plan.

Answers: ABCDEFG
Mini-Project
Make your own video resume, and then upload your video and script to the teaching
platform. Before you make your own video resume, please watch the following video.
Open.
Module V. Workplace Know-how

Omitted.

Module VI More Exercises for Assessment
Listening Comprehension
Task 1 Listen to the passage and fill in the blanks.

Answers: (1) experienced  (2) preparation  (3) step (4) figure out  (5) Resume



Tapescripts:

Finding a job is a difficult thing for anyone, whether you’re a student looking for the first job
in your life or an experienced worker looking for a better job. However, with full preparation and
planning, finding a job can become less difficult. For example, dressing properly is an important
step for any interview. If you dress properly, you will feel more confident and leave interviewers
with a good impression. Another important thing is being honest. As interviewers could figure out
any problems with your Resume.

Task 2 Listen to the dialogue and put the following sentences in order according to what
you hear.
Answers: EGCBAFD
Tapescripts:
W: What do you want to do when you leave school?
M: I haven’t thought about it. How about you?
W: I want to be a nurse.
M: That sounds great. What qualities do you need to become a nurse?
W: I need to be patient and helpful.
M: Do you need a certificate to be a nurse?
W: Yes. Nurses must be certified.
Vocabulary and Structure
Task 1 Complete the sentences with the proper form of the given words in the box.
Answers: (1) certificates (2) graduation  (3) qualities (4) majors  (5) creativity
Task 2 Fill in the blanks with the proper expressions given in the box.
Answers: (1) setup (2) inadvance (3) aswellas (4) take an internship (5) be envious
of
Translation
Task  Translate the sentences into English using the given words or expressions.
Answers:
(1) Do bring extra resumes to the interview.
(2) She can effectuate attitude changes in others through her persistent use of good cheer.
(3) Use your time wisely to make sure you are being an asset to the company, not a liability.
(4) Those with a good work ethic are dedicated to their jobs and will do anything they can to
ensure that they perform well.
(5) Strong work ethic endears you to co-workers and management.

Reading and Writing



Task Read the following paragraph and write down your understanding of the underlined
part in about 60 words.
Open.
Unit2 Applying for a Job
Module I Warming Up
Task 1  Discuss in pairs. Which of the following access to job information do you prefer?
Please give your reasons.
Omitted.
Task 2 Read the following job advertisement and match the subtitles A-E with their
corresponding parts in the ad.
Answers: (1) -D (2) -E  (3) -B (4) -A (5) -C
Module II Listening and Speaking
Dialogue One
Task 1  Listen to the dialogue about Mary’s job interview and fill in the blanks with what
you hear. The following words and expressions may help you.
Answers: (1) nurse (2) practicing  (3) recorded (4) nervous (5) confident
Translation of Dialogue One
Mary: BOKMA T, ESINE KM T .
Bob: [fifft4?
Mary: A2 9B,
Bob: M., KT !
Mary: FANEF R IE 25 ) Sk 2% TH it
Bob: {RITTEIEM 1425317
Mary: FRATFEMMUEALL T K o
Bob: {RA1152 /8 A MU B 2
Mary: Al F 7 EATVE —mul, SRR 7 REHR .
Bob: flVERE S| 7 ARERIEHR?
Mary: fliig I T K2 K “you know” | T HIEE LR KKK T .
Bob: M, TR iZoA W BN .
Mary: /2. IMERGE O
Bob: 7. HLIRLFIE.
Tapescripts:

Mary: I am so excited. I’ve got my first interview.

Bob: Interview for what?



Mary: It’s a nurse assistant for the city of New York.

Bob: Wow, that’s fantastic.

Mary: I’m preparing for the interview by practicing with my brother.

Bob: What exactly are you doing?

Mary: We’re doing mock interviews.

Bob: How did you do the mock interview?

Mary: He recorded our first interview and pointed out my mistakes.

Bob: What kind of mistakes did he notice?

Mary: He pointed out that I said “you know” too much, and that I looked nervous.
Bob: Yeah, that should be helpful.

Mary: It is. I feel so confident now.

Bob: Well, good luck.

Task 2  Listen again and choose the information about Mary.
Answers:

This is her first interview.

She feels confident now by doing mock interviews.

Her brother pointed out some things that she should avoid.

Task3  Work in pairs. Ask and answer the following questions.

Answers:

(1) What is this interview for? Nurse assistant.

(2) What kind of things should be avoided in
Say “you know” too much, look nervous
the interview?

Be confident.
(3) Could you give more advice about | Review your resume.

preparing for an interview? Practice interview answers.

Dialogue Two
Task 1  Listen to the dialogue and decide whether the following statements are True (T) or
False (F). The following words and expressions may help you.

Answers: (1D F (2T 3)T 4> F ()F
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Tapescripts:

Susan: Good morning, my name is Susan, director of Human Resources. Nice to meet you.
David: Nice to meet you, too.

Susan: Well, to start with, tell me something about yourself.

David: My name is David Lee. [ will graduate from Zhongshan University in July this year, and I
major in International Trade.

Susan: Have you ever done any sales work before?

David: Yes. I worked part-time as a sales assistant in a foreign trade company. I received a
favorable evaluation from the company.

Susan: That’s good. In most circumstances, are you available for business travel?

David: Yes, [ am young and unmarried. It’s no problem for me to travel frequently.

Susan: How is your foreign language ability?

David: I passed CET - 6 when I was a sophomore, and I am especially good at oral English. I won
the first place in the Oral English Contest.

Susan: Good. One more question. Why are you interested in our company?

David: Because I hope to have a job which offers me an opportunity for advancement.

Susan: It’s been a pleasure talking with you. So you can go back now, we will inform you within
a week.

David: Thank you very much. I’m looking forward to hearing from you.

Task 2  Listen again and number the sentences in order.

Answers: (2) (3) (1) (5) (4)

Translation of Dialogue Two

Susan: 5. b4F, JJE Susan, AJJBEIEEE FAE. AR AR,

David: AR & A RR,

Susan: M, T, ULU/RECIE.

David: )4 52 David Lee. 0K 144 7 B Frliksy:, Tl EER 5.
Susan: VR UL 89 8 19 AR 2

David: &/, AE—FI T A mBOd IR B BB, JE 2] 1A F BEFF.

Susan: 1R4F. REEIEHLT, FRATLAH 202

David: /2, RN HARLE. 2% 20 BB R L

Susan: {RIIMERE I EARE?

David: K R IE R 7R IGENHEEK, 1 H IR K INE DE . R IRGE
FHE AR — 4.

Susan: R#F. &AW RI9H LA N ARG ER?



David: FUNEAEA —MHRIHLEH AR,
Susan: RE SRR RIAERT AR T, BATSAE— NSRRI A4S R .
David: AR B, FIIEHTE R .
Task 3 Work in pairs. Practice the job interview based on the given situation and the
following useful expressions.
Open.
Module IIT Reading and Learning
Reading A Intensive Reading
Task 1 Read the passage about preparation for a job application with the help of the
following words and expressions.
Translation of Reading A
R

SRIPURT, SKREAE B SR I AL 1T S AT 2 i) 7, JCHOR 2 T i sl i AR
BRFEAER

SRIPUE ZHER — O AET PR SRR IPRERL, WA EETRIDI . SRIPUG . eSS . eSS
PR AL BEARAIE S

T 1

LRIPE ZE IR RS RTT o BT A AR DR EE AR R % . Rk, o EmTBLoF
MR b 2 B 2

2. 5 E R T B Ty e i T, BT E AR, B A, EAERKK
] o

3G E AR, BEE IS, REFLERIRMAZA . 155 R P,

4. AR ZLORFF AR, NEAEZRRIES, SRR RARE, AERF R
BIEF

[iTh= 95

L5, AN EE i W45 A T R ) T A5 R o (ER LR R AN LS AL T 170 R
&, HERBEIN BT B .

2A0RAS R 1R B E A, EALS SRR A, I W AR B (R A e SR ORI
FER B RARE RN, WEALSM RN, JFRR A BRI IRGHE —XHl= .
Task 2 Match the English words and expressions on the left with their Chinese
translations on the right.
Answers: (1) -f (2) < (3) e (4 -a (5 -b (6 d
Task3 Read again and choose the information mentioned in this passage.

Answers:
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The applicant should focus on the topic with necessary eye contact when talking to

an interviewer.

The applicant should ask and answer questions concisely.

After the interview, wait for the result patiently.

If you fail the interview, you should thank the person for the call, and say that you would
appreciate it if you could have a second chance.

Task4  Complete the sentences with the proper form of the given words in the box.
Answers: (1) Prepare  (2) comprehensive  (3) apply (4) available  (5) specify

Task 5  Put the following items into the Dos and Don’ts table according to the passage.

Answers:
A B
C E
D G
F H

Reading B Extensive Reading
Task 1 Read and learn the action plan for an ideal job with the help of the following
words and expressions.
Translation of Reading B
B DR R BN TAE, MRl UL DU RN AE . VRIS — 0 REdi 2 VR
AR TAE, (ESRAE B AT SRS T, ARIIZSS 3R 3 — 4 S 7T R /R T R 1 LAk
BB RN E T ARBE R TR A7 IRA A ABRE? IR IRE T AR ? 24
TR 2 SE AR S5 7 ARAE A2 B T R EER ARCRE R ) AR T A FH KAk 7 ?
=R R T I o WRAR IR — i SRR D ] D 4 AR R T, Rt 2 DL
—PEAHIER
SV A A AT R SRR B BAR A AR . AREOSCEE, K38, AR BE. &
R, 1] A A TEE AR B AR ) TAR A FlA WA AN o ST LR R T Do BA AR 2 i ar
KRN, BB B TR RENS.
TP R Z A KA TAENE R . BIA LR & B TAE,
SN R VRO TAE . X — DR B BMRAIE P B IR IR0 RIS R AGE,
I HANA A R 2 S HE R
SR TART . ORI 2 RIAT AT 0 1, MESR L DLk R 25 2, AR LA
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PRAT LAT] ) e, MR N BRI A — 2253, ki %7 5 2514
Task 2  Work in pairs. Match the ideas A-G with their corresponding steps in the passage.

Answers:

(D G
2 C
(3 F
&) B
(5 D
(6) A
7 E

Task 3  Fill in the blanks with the proper expressions given in the box.

Answers: (1) wantads (2) take action (3) strive to (4) meet the needs (5) apply for
Task4  Make your own plan for summer vacation job according to the steps in the passage
and complete the following form.

Open.

Module IV Workplace Writing
Writing One  E-mail

Task 2 Match the items with their corresponding information according to the above E-mail.
Answers:

Subject—Paying a Visit

Sender—Jane

Receiver—Mike

Task 3 Complete the following E-mail with the items given below.

Answers:

Task 4 Write an E-mail according to the Chinese information given below.

Answers:

1. DavidGreen@hotmail.com

2. Making an Apology
3. my sincere apology
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4. To make it up to you

5. any other help

Writing Two  Cover Letter

Task 1 The following are a job ad and a cover letter for the job. Please read and try to

understand them.

Omitted.

Task2  Choose the items often included in cover letters.

education background O training requirement O hometown

O hobbies and interests contact information work experience
personal information O family information personality

Task 3 Rearrange the following sentences and combine them into a cover letter.

Answers:

Task4 Read the ad and write an E-mail to apply for the job.
Omitted.
Mini-Project
Work in groups. Record a video to present a job interview then upload your videos and
scripts to the teaching platform. Your group should include the following roles:
Open.
Module V. Workplace Know-how

Omitted.

Module VI More Exercises for Assessment
Listening Comprehension
Task 1  Listen to the dialogue and decide whether the following statements are True (T) or
False (F).
Answers: (1D F (2)F G)T 4T (5 F
Tapescripts:
A: Good morning. My name is John Smith.
B: Good morning, Mr. Smith. Nice to meet you. I'm Peter Anderson from Personnel. Do sit down.
A: Thank you very much.

B: Have you brought your curriculum vitae with you?
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A: Oh, my CV. Yes, here it is. There are three copies.
B: Well, please tell me about your working experience.
A: I haven’t been involved in international business, so I don’t have any experience, but I am
diligent and I learn very fast.
B: OK, so do you think you can make yourself easily understood in English?
A: Yes, in most circumstances.
B: Are you available for business travel?
A: Yes, it’s no problem for me to travel frequently.
B: OK. You are good. Hope to see you next time. I’ll call you if you get picked for the next test.
A: Thank you very much. I’m looking forward to your call.
Task 2  What kind of working experience do you have?
Open.
Vocabulary and Structure
Task 1 Complete the sentences with the proper form of the given words in the box.
Answers: (1) financial (2) location (3) employment (4) professional (6) interviewed
Task 2 Fill in the blanks with the proper expressions given in the box.
Answers: (1) meet the needs of (2) apply for (3) surfthe web (4) eye contact (5)
body language
Translation
Task  Translate the sentences into English using the given words or expressions.

(1) Keep your resume short and neat, a one-page resume (one page) is more than enough.

(2) Usually, you will hear questions about your strengths and weaknesses in an interview.

(3) When seeking for a job, remember to follow your interests and do not limit yourself.

(4) Your attitude determines whether you will be considered or not.

(5) Companies usually state clearly the methods of application in their ads.
Reading and Writing
Task  Read the following paragraph and write down your understanding of the underlined
part in about 60 words.
Open.

Unit3 The First Day at Work
Module I Warming Up

Task 1 Discuss in pairs. Which of the following aspects do you care more about a company
that you are going to work in?

Omitted.
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Task 2 Match the departments of a company with the corresponding names on the right.
Answers: (1) -H (2) -D 3)-A 4 -F (B-E b6 -C (1-B B -G
Module II Listening and Speaking

Dialogue One

Task 1 Listen to the dialogue about Mary’s orientation procedures and fill in the blanks
with what you hear. The following words and expressions may help you.

Answers: (1) functions (2) daily work (3) customers (4) training (5) regulations
Translation of Dialogue One

Tim: T, Mary, XCGHRF|IAF . JE Tim. FRFHIRIPHNIRTFL.

Mary: K#HIR T, RELFALETFIHRTAE T .

Tim: U, E£RRFKZAT, EREWIRIUAES . B, HHTX M R TRK, EER
AL RE. SRR IREEAGE R — DT R IRRE

Mary: WJE, B, R HHTTE?

Tim: 2. KRR LA FRMNH— TR H & TIE. RIGER T2 BN i ik, JFH
BOAATIREE DR B B 17 AR 55 AR SR i o AR A AR R B 1 9 s B R4 6 i, — 1L
Ko

Mary: A6 TAEZ BiA I 2

Tim: A, TH—IHEEI, FEELR.

Mary: Kif 7!

Tim: R 7 W L8 T i R AR IRNEE — T

Mary: 7. JEH B!

Tapescripts:

Tim: Hi, Mary, welcome to the Company. I'm Tim. I will help you with your orientation
procedures.

Mary: Thank you very much, Tim. I’m excited to get started!

Tim: Great. Before we meet everyone, let me show you around. First, you should fill in the new
employee forms and hand in some documents. Then you must get familiar with the functions of
each department.

Mary: Got it. Thank you. Is this where I’1l work?

Tim: Yup. Here’s your desk. Now let me introduce your daily work here. Your duty is to answer
phone calls from customers and help them solve the problems with our products and service. And
your working hours are from 9 to 6, five days a week.

Mary: Shall we receive any training before we get to work?

Tim: Yes. Training will start next Monday. It will last five days.
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Mary: Great.

Tim: [ will email you the rules and regulations of our company. You should read them carefully.
Mary: OK. Thank you very much.

Task 2  Listen again and choose the information about Mary.

Answers:

She is just starting a new job.

She should read the rules and regulations of the company.

She is going to receive her training next week.

Task 3 Work in pairs and put Mary’s orientation procedures in order.

Answers: D— C—B —A—E

Dialogue Two

Task 1 Listen to the dialogue and complete the sentences. The following words and
expressions may help you.

Answers: (1) Sales (2) fulfill (3) sales process (4) responsible for (5) colleagues
Translation of Dialogue Two

James: M, Becky, XHJEEEM. WA FBA!

Becky: IR, James. dFWIRAERERIX B TAE,

James: FRIGHIRNHE—FRIF. X2 Tom. MHATTHE, RIGSMEEEE.

Becky: R AR, Tom. FIARFFIR—IEEIE.

James: Tom, AJ LAIEIRZ Becky Ui — FIRATHEHE TAEMAES ?

Tom:  IRATLL, HORE S Jrll— D1y dt47 .

James: W, RIEZERTTE T HRETTCHT, IRIEAHH 4 0] g ?

Becky: S, AT AR IZ IR HER?

James: M, JjE Sarah. HAFTTRATAIN. A RGEKE, 77 CAER R, [FFEAT R IR

i
Becky: HIH T, WISMREOFEE.
Tapescripts:

James: Hi, Becky, here is the Sales Department. Welcome to the team!

Becky: Thanks, I'm so excited to get to work.

James: Let me introduce you to your co-workers first. This is Tom. He’s in charge of sales, and
you’ll be working closely with him to fulfill the sales targets.

Becky: Nice to meet you, Tom. I look forward to working with you.

James: Tom, could I get you to guide Becky through our sales process?

Tom: For sure. I’ll show her how everything works.
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James: Thanks. I have to go to a meeting now. Any questions before I leave?

Becky: Yes. Who do I talk to about HR questions?

James: Oh, that’s Sarah. She’s responsible for our team. If you have any questions, don’t be afraid
to ask. Your colleagues would like to help you.

Becky: I’ve got it. Thanks for your help.

Task 2  Listen again and complete the following form.

Answers:

Department Responsibility
Sales Department She’s in charge of sales.
Sales Department He’s in charge of sales.
HR Department She’s responsible for the team.

Task3  Work in pairs. Discuss and list the responsibilities of sales personnel.
Answers:
Analyze existing markets and customers.
Send products to clients.
Deal with clients’ feedback.
Make surveys on clients’ needs.
Visit customers regularly.
Improve customer satisfaction.
Task 4 Work in pairs. Practice orientation procedures with the given situation and the
following useful expressions.
Open.
Module IIT Reading and Learning
Reading A Intensive English
Task 1 Read the passage about new employee orientation training with the help of the
following words and expressions.
Translation of Reading A
R TAEREIR B BN A
B B
HT R TR E A M TARER, SR R TR, B9 5 T TS O
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FEWHT 0 7 MR AE R AR AL mIR A AT R

WHH A LT AT ) P75 VERURIAR MY SO o AR 8 TRz B 2w R A AT
ANEAL, FREVRIE, LA NG R 2> =) A0 AR ESR

W LT A SR AR T

% 61 T RE NS AL BEARATAE A vh ] BEAE B AR HEAC [

BB AMAE

NHREE I H Ak N 7 53 5 ANH 63 A B 248 SR R S8 A o MR AT 55 11 P 225 1) 7
KA, HE R IXPNERT B A T

— B HASRIERMEIE T KHET .
o ifii (AR LE R KREIVIR. RREATF . s, @, fia. il

HEA Bt IR S5 R AR AR D
W TG S R 2
MRHIEE . MRS ALAG AR LRI 4
At N S5 B AR S 2
AR AR AR 2 R o
B EANE A A A 56 2RI R A -
Bl E0]2 B AR BRI I ] 2 I SE e
PAE AR PRI 0 3 B o
WASHRE SHEMB T, BAEE S . 1. AT AR RS .
BB BAR S M S5 S WS BT I I ——HL 4 (oL 5
RN ST N B, BT TRITERAT
R R AR L [EE AL, B H BT BEIREREAT o AN BT TR, 22 R R
RZEH o FEUINR P 7R [ 2 ] 5 1 o
B b I S BT 0A A0 B E A ER T B BT AR AN [R) TN B 7 (4 S s AR 7
TR E MR ARAEHT 03 TA NRIEIL . BASTEOR AR S 5 ZOR BT HI, A I
BT 1A
Task 2  Read again and decide whether the following statements are True (T) or False (F).

Answers: (1) F (T (3) F 4T (5) F

Task3  Complete the sentences with the proper form of the given words in the box.
Answers: (1) supervising  (2) categories  (3) formulated (4) collaboration (5
enforced

Task 4  Work in pairs. Search online to find the new employee orientation training system
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of Huawei Company and get to know the seven stages of its new employee training program.
Open.

Reading B Extensive Reading

Task 1 Read the organizational chart of a company and the function of each department.

Translation of Reading B

HEXR AT A E REHH .
HRPTHESEHRRHEGE, Wead.
TR E RSN E BT B RS S %5 .
PP AT i T R AN )3
SR 2 BT FITAT 0 s [ S B R o
JRE P A DR ik B T AR A
WEFCAN R S = AT R AN BT B i, eI 7
B AT I 0 7 R AN A
SRR P AR K HE .
NI BHIEER 157 53 TRIAT B 55

Task2  Read again and fill in the blanks.

Answers: (1) Board of Directors (2) Accounting (3) three (4) CEO (5) HR Department
Task 3  Discuss in pairs. Help the CEO of the company choose the proper departments to
deal with the following incidents.
Answers: One: Administrative Department

Two: Human Resources Department

Three: Sales & Marketing Department
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Four: Production Department
Module IV Workplace Writing
Writing One Employee Entry Registration Form
Task 1 The following is a registration form for the new employee. Please read and pay
attention to its format.
Open.

Task 2 Match the items with their corresponding information according to the form in

Practical Reading.

Answers:

Name Liu Ming

Date of birth Dec. 20th, 1990
Political status Party member
Highest degree Master degree

Hire date Nov. 9th, 2019
Working years 3 years

Graduated school Shenzhen University
Marital status Single

Task3  Fill in the form with your own information.
Open.
Writing Two Business Card
Task 1  The following is a business card. Please read and try to understand it.
Omitted.
Task2  Write an English business card for your ideal job.
Open.
Mini-Project
Work in groups. Record a video to show the whole process of the first day at work, then
upload your videos and scripts to the teaching platform. Your group should include the
following roles:
Open.
Module V. Workplace Know-how

Omitted.

Module VI More Exercises for Assessment
Listening Comprehension

Task 1  Listen to the dialogue and decide whether the following statements are True (T) or
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False (F).

Answers: (1) T (2)T (3) F (4 F (5 F
Tapescripts:

: Hi Chris, welcome to the company. I’'m Mike. I’ll be your manager.
: Hi Mike. It’s nice to meet you. I’'m excited to get to work.

: Great. Before we meet everyone, let me show you around.

: Sounds good. Is this where I’ll work?

: Yup. That’s your desk. We work from 9 am to 5 pm.

: Great. Does our whole team work in this office?

: Yes, everyone is on the fifth floor.

w > ® > W o F

: Great. I love open offices.

Task 2  Listen to the speech and complete the organization structure of the company.
Answers: (1) Marketing (2) Production (3) Finance (4) Personnel (5) Quality Control
Tapescripts:

Well, I’ve just given you a brief introduction of our company and products. Let me continue
with the organization of our company. As you can see from this chart, the company is headed by
Jack Baker. The company is divided into six departments. They are: R&D, Marketing,
Sales, Production, Finance, and Personnel. The biggest department,
Production, is subdivided into four sections: Purchasing, Quality
Control, Transport and After-sales.

Vocabulary and Structure
Task 1 Complete the sentences with the proper form of the given words in the box.
Answers: (1) regulation (2) relevant (3) conducted (4) categories (5) collaboration
Task 2 Fill in the blanks with the proper expressions given in the box.
Answers: (1) looking forwardto  (2) get to work (3) in charge of (4) responsible for (5)
working hours
Translation
Task  Translate the sentences into English using the given words or expressions.

(1) Every employee is supposed to obey the rules of the company.

(2) In most cases, the Board of Directors is in charge of the limited liability company.

(3) Production Department is responsible for the development and manufacturing of products to
meet customers’ requirements.

(4) An organization chart of a company can show all the departments of the company.

(5) Your main responsibility is to serve the general manager.
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Reading and Writing
Task  Read the following paragraph and write down your understanding of the underlined
part in about 60 words.

Omitted.

Unit4 Fascinating China, Wonderful Journey
Module I Warming Up
Task 1  Discuss in pairs. Match the following English names with their corresponding
pictures. Then try to introduce cities they belonged.
Answers: (1) -E  (2) -A (3)-D 4)-B (5)-C (6)-F
Task 2 Look at the following picture and know about what the Belt and Road is. Then try

to find out node cities and countries along the Belt and Road.

Answers:
(1) The Belt The Silk Road Economic Belt
(2) The Road The 21% Century Maritime Silk Road
(3) Node Cities Fuzhou, Quanzhou, Guangzhou, Haikou, etc.
(4) Node Countries Malaysia, India, Kazakhstan, Russia, Poland, etc.
Module IT Listening and Speaking
Dialogue One

Task 1 Listen to the dialogue between Mr. Zhao and Mr. Mitchell at the airport. Then
complete it by choosing appropriate sentences in the box. The following words and
expressions may help you.

Answers: (1) -D  (2) -E 3)-C @4 -A (5 -B

Translation of Dialogue One

Mr. Zhao: FT# 1, #&—&2 K H IR A EH Mitchell Jo4E 0T ?

Mr. Mitchell: 52, #;2 Donald Mitchell.

Mr. Zhao: &R0, PU22HE I DIREEA m R . XRIRII A A

Mr. Mitchell: %47, B4

Mr. Zhao: f&4F, Mitchell J52E . WK F TG % .

Mr. Mitchell: ¥, BJed . BOREIREZ KL T .

Mr. Zhao: FIRRE. EHIMILE ARE?
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Mr. Mitchell: M8, 3XJ&— AR TP e €AT.

Mr. Zhao: W65 A BERRAR B Yo KRB — ke IS

Mr. Mitchell: S, 1 [F B2 —M b a i [ R !

Mr. Zhao: 7y AR IX it o

Mr. Mitchell: . JAAGERZH.

Mr. Zhao: FRFEEEATEM, Xihig ., BATMELEITEEY.

Mr. Mitchell: i .

Tapescripts:

Mr. Zhao: Excuse me, you must be Mr. Mitchell from Vancouver?

Mr. Mitchell: Yes, I’m Donald Mitchell.

Mr. Zhao: I’'m Zhao Feng, the secretary of Xi’an Garment Import and Export Corporation.
This is my business card.

Mr. Mitchell: How do you do, Mr. Zhao?

A. Mr. Zhao: How do you do, Mr. Mitchell? Welcome to Xi’an.

Mr. Mitchell: Thank you, Mr. Zhao. It’s very kind of you to pick me up here.
Mr. Zhao: My pleasure. How was your flight?

Mr. Mitchell: Well, it was a most enjoyable flight.

Mr. Zhao: I’'m glad to hear that. Is this your first trip to China?

Mr. Mitchell: Yes, what an amazing place!

Mr. Zhao: I hope you’ll enjoy your stay here.

Mr. Mitchell: Thanks. I’'m sure I will.

Mr. Zhao: Let me help you with your luggage.This way, please. Our car is in the parking lot.

Mr. Mitchell: Thank you.

Task 2 Work in pairs. Which of the following phrases and sentences can be used when Mr.
Zhao is seeing off Mr. Mitchell? Then make a conversation with them.

Open.

Dialogue Two

Task 1 Listen to the dialogue between Jenny and her client in the car, and then fill in the
blanks with what you hear. The following words and expressions may help you.

Answers: (1) capital (2) the Silk Road (3) Incredible (4) seven (5) hospitable
Translation of Dialogue Two

Jenny: Mr. Smith, X725 — Ok 20 ?
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Mr. Smith: &[], X2 24077 R38R !

Jenny: PUZZPRITE HIE 2, T E PG R 44 T

Mr. Smith: ‘E/2 22 IR, AR2?

Jenny: 2. FZHABREH LIRS M. ki, &L E 4. I EIRT UG 2
PR T BB RR G A ) S 1

Mr. Smith: 324 \AELUAHE

Jenny: Mr. Smith, H#AE L.

Mr. Smith: A —E & KMEHE T .

Jenny: &), EHLEMEE. HURET, ARAT LRI 830 .

Mr. Smith: WrdkAHE . BIRIE B ATARER .

Jenny: [FH. i BIGAE DYl A3 tR .

Mr. Smith: Y, FaH. KRR 7, AR

Jenny: WSS, LR 7, RIMEME EHEANEF 2L,

Tapescripts:

Jenny: Mr. Smith, is this your first visit to Xi’an?

Mr. Smith: Yes, what a wonderful city it is!

Jenny: You know Xi’an, the capital of Shaanxi province, is the most notable ancient city in the
west of China.

Mr. Smith: It is the starting point of the Silk Road , isn’t it?

Jenny: Yes, it is. It has lots of famous tourist attractions. For example, it is famous for Terracotta
Warriors. There you can see lifelike terracotta soldiers and horses made 2000 years ago.

Mr. Smith: Incredible?

Jenny: Mr. Smith, look over there.

Mr. Smith: So that must be the Giant Wild Goose Pagoda.

Jenny: That’s true. It has seven storeys. When you get to the top, you can overlook the whole city.
Mr. Smith: Sounds great. I can’t miss it tomorrow night.

Jenny: OK. I hope you will enjoy your stay here in Xi’an.

Mr. Smith: Thanks, I will. It’s such an amazing city, with such hospitable people.
Jenny: Thanks for your compliment. Here is the hotel, I will help you check in now.
Task 2 Listen again and tick off the information mentioned in the conversation.
Answers: 1. location 2. province 5. tourist attraction 7. culture

Task 3 Work in pairs. Ask and answer the following questions.
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Answers:
(1) In the west of China.
(2) Tt is famous for Terracotta Warriors.
(3) Itis an ancient and amazing city, with many tourist attractions.
Dialogue Three
Task 1 Listen to the dialogue between Mr. Zhang and Mr. Brown and decide whether the
following statements are True (T) or False (F). The following words may help you.
Answers: (1D T (2)F B3)T (4 F (5 F
Translation of Dialogue Three
Mr. Zhang: Mr. Brown, FATR &M LS 7Tk TAE, ArLLZ2HE 1 R MG ik i -
Mr. Brown: 1%, KIf 7! AR5 IR E R 4.
Mr. Zhang: HIRFATR R CHLZ R FATRAE BRI =K
Mr. Brown: K#f 1o Wik iXAMHT7 . BAEMR?
Mr. Zhang: KEECL T2 FE, & FE PR & — 4 SN A3 -
Mr. Brown: ‘&2 EFE K — T ?
Mr. Zhang: KHUZE—DNLUXGE A B3 . A —BE LRl “wil 7. f£LmE, Hkm
Aelitl; LKL, HELREE. S8 W8T, BOUHBIKKE b g8 — s
e RN
Mr. Brown: Wtk XUt . JI5 ) LR A2
Mr. Zhang: Falg, B RAKH, ZXREAKA.
Mr. Brown: 5K | WE R — T, e RMER —LL/ iz ?
Mr. Zhang: 388, AL SR EY), oKL S RN —Le e ACR
Mr. Brown: {R4f.
Mr. Zhang: R JE3AV4REE 2 Bilg, MWIBREEHHE.
Mr. Brown: X H& —0BEN N O IIIRAT o Wl 0 22 HF .
Mr. Zhang: HLE R TR !
Tapescripts:
Mr. Zhang: Mr. Brown, we’re very glad we’ve finished the job at hand. So we’ve arranged a
sightseeing tour tomorrow.
Mr. Brown: Oh, that’s great! I really appreciate your consideration.
Mr. Zhang: Tomorrow we’ll leave for Dali by air. We’ 1 stay there for three days.
Mr. Brown: That’s great. I have heard of this place. Where is it?
Mr. Zhang: Dali, located in Yunnan province, is a beautiful city in southwestern China.

Mr. Brown: What is it like?
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Mr. Zhang: It’s a city known for its scenic spots. There was a famous mountain called “Cangshan
Mountain” . On the top of it, the snow never melts; beside the mountain, there is the famous Erhai
Lake. It looks like a mirror dotted with floating boats on its rippling surface.
Mr. Brown: It sounds picturesque. Well, it is very cold, isn’t it?
Mr. Zhang: Ha, it is neither very hot in summer, nor very cold in winter.
Mr. Brown: Terrific. By the way, could you recommend some snacks for me?
Mr. Zhang: Of course, you can enjoy the local food, such as Guogiao rice noodles, Xizhoubaba,
and some tropic fruit.
Mr. Brown: It’s really nice.
Mr. Zhang: Then we’ll go on travelling to Shanghai and leave China from there.
Mr. Brown: That’s really an exciting trip. Thank you for your arrangement.
Mr. Zhang: May you have an enjoyable trip!
Task 2 Listen again and complete the following form.
Answers:
City Name: Dali
Location: in southwestern China
Province: Yunnan
Scenic Spots: Cangshan Mountain, Erhai Lake
Climate: It is neither very hot in summer, nor very cold in winter.
Local Food: Guogqiao rice noodles, Xizhoubaba, and some tropic fruit.
Task 3 Work in pairs. Please make up your own dialogues based on the following situation
and useful expressions.
Situation: Your client Mr. Taylor is coming to visit your city for the first time. You will receive
him at the airport, and then try to introduce tourist attractions, local food and specialties in your
city to him and find out about the places he wants to visit.
Open.
Module III' Reading and Learning
Reading A Intensive Reading
Task 1 Read the passage about Silk Road spirit with the help of the following words and

expressions.
Translation of Reading A

LLBRFE

26



2000 ZAERT, AT ERRELE, ZOME 0B, JTRE S I B ARG 2298 2
Hes BATEE WAL, ZMIE IR, 9% MR AR VT (g 22 92 . o 42902 1%
FIOF T & B SAEHE 1, BE T AR EHE DR .

WML AR E TR, T, BUE T UAREFEAE. JTHEsE . B %, BRI
LD 22 B8R A o X2 NSO I = 58t ™ .

—AP AR, RO LN JER 7RI SRR AT Rt

—IPREAE . PR IRIERAT: SCUEIT R A R, RIRTERE & rh3LA7.

—HEHAE AR BRADUE—KIR H R, R SRR AT L

—HA . 20 PR EIE 1 XOR K KR .

Pistat i . X B PR, TR m, RERMTBBOEHE 2, R
T4, AUAEAE tH— S AHIBAR AN LRI SR, 8 ) 34 2 T M SR AP I 7
Task 2 Read again and decide whether the following statements are True (T) or False (F).
Answers: (1D T (2) T (3)F (4)F (5 F
Task 3 Complete the sentences with the proper form of the given words in the box.
Answers: (1) embodies (2) surmountable (3) Navigation (4) splendidly (5) thrived

Task 4 Complete the information according to the passage.

Answers:

The ancient silk routes connect Asia, Europe and Africa.

peace and cooperation,
The ancient silk routes embody the spirit of | openness and inclusiveness,

mutual learning and mutual benefit.

The spirit of Silk Road has become a great
human civilization.

heritage of

Reading B Extensive Reading
Task 1 Read the passage about the Belt and Road Initiative with the help of the following
words and expressions.

Translation of Reading B

HE —H—B BN ER. TmMERE
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BEN 21 2, ELARE. K. &6 R EERHNA, mxEIRZ ke
GO, GG E RS ST, LA ILLP B TE AR H RS 5.

2013 52 9 FIAN 10 F, w6 [ 5 % I3 PAE 07 AT 2R B I [ 5 ), e Jmde 3t
LS AT M 2l iy B gy gk (LUK “—ar—8%” ) ME KB,
R ERA SR RE. NI i B B, TSR

prid 2

2013 FFELAR, SLa “—alf —” BUILSEHERE . 292 Byl — RV E S IH Mz
FrE R O E R, 21 Ay b g2 B W R e R Pt

i

S B RUCE IR TR A S aris IR AR, IR LA = R, s 4
BRIA FLAA AR SN2 G e BRALS T b [ SR

fRE

JEBARR, S “ % BRI 2 ) Bk, S ST TR A LB AR e T
e BAMNE, & HHHFEBZ T, “—il—H” EERCNIER S ENRIEGIECH . B3R
L TP B SR B HoiR s BRI R L
Task 2 Read again and fill in the blanks according to the passage.

Answers: (1)the Silk Road Spirit (2)September and October of 2013 (3) extensive consultation,

joint contribution, shared benefits

Task 3 Complete the sentences with the proper form of the given words in the box.
Answers: (1) launched (2) attraction (3) marked (4) initiatives (5) prospective
Task 4 Work in pairs. Discuss how the Belt and Road Initiative will affect your future work.
Then share your ideas in the class.
Open.

Module IV Workplace Writing
Writing One Itinerary
Task 1 Read the following tour itinerary and find out the English equivalents for terms in

Chinese listed below.
1.HH# date 4 %75 accommodation

2. HHHE destination 53508 transportation

3.JiR I 5 4. tourist attraction

Writing Two Company Profile
Task 1 The following article is about the history of Huawei Company. Take it as a reference
when you are preparing the story.

Omitted.

28


http://www.youdao.com/w/eng/at%20present/javascript:void(0);

Task 2 Match the items with their corresponding information according to the article

above.
Answers:
Company name Huawei
Strategy 4 strategies for sustainability
Date of foundation 1987
Common values Staying customer-centric
Mission A fully connected, intelligent world
Date of launching HarmonyOS 2019
Brand A top telecom brand

Task 3 Fill in the form with your own information.
Open.
Mini-Project
Work in groups. Record a video to tell China’s stories, and then upload your videos and
picture books to the teaching platform. Your group should include the following roles:
Open.
Module V. Workplace Know-how

Omitted.

Module VI More Exercises for Assessment
Listening Comprehension
Task 1 Listen to the dialogue and decide whether the following statements are True (T) or
False (F).
Answers: (1D T (2)F (3T (4)F (5 F

Tapescripts:

A: Excuse me, are you Mr. Taylor from International Garment Company?

B: Yes, I am.

A: How do you do, Mr. Taylor! Welcome to Shanghai. I'm Mary from Shanghai Import and
Export Company.

B: How do you do, Mary. Thank you for coming to meet me.

A: You’re welcome! How was the trip?

B: Yes, very pleasant.

A: Could I help you with your luggage?

B: No, thanks.
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A: We have already made a reservation for you at the hotel. Shall we go to the hotel now?

B: Sure. Thank you very much.

Task 2 Listen to the dialogue and fill in the blanks with what you hear.

Answers: (1) show you around (2) usedtobe (3) Palace Museum (4) 1420 (5) hardly
wait

Tapescripts:

A: John, you’re leaving tomorrow. Shall I show you around the city today?

B: That would be great! Where shall we go?

A: How about the Forbidden City?

B: What’s that?

A: It used to be the imperial palace, where the emperor lived with his family.

B: Oh, yes. You call it “Gugong”, right?

A: Yes, and it is also called the Palace Museum now.

B: Wow! It’s really large. When was it built?

A: It was built in 1420. And the architectural style is very magnificent. Would you like to have a
look?

B: Sure. I can hardly wait.

A: Then let’s go right away.

Vocabulary and Structure
Task 1 Complete the sentences with the proper form of the given words in the box.

Answers: (1) launched (2) attractive (3)embodied (4) recommended (5) courageous

Task 2  Fill in the blanks with the proper expressions given in the box.

Answers: (1) refertoas (2) allthemore (3) embark on (4) attracted... attention (5)

carry on
Translation
Task Translate the sentences into English using the given words or expressions.
(1) The volunteers” work is inspiring, courageous and crucial.
(2) The Silk Road Spirit has become a great heritage of human civilization.
(3) At present, it is all the more important for us to carry on the Silk Road Spirit.
(4) The Belt and Road Initiative have attracted close attention from all over the world.
(5) Looking into the future, China will face unprecedented opportunities and prospects for
development.
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Reading and Writing
Task Read the following paragraph and write down your understanding of the underlined
part in about 60 words.
Omitted.
UnitS  Business Trip
Module I Warming Up
Task 1 Discuss in pairs. What should you prepare for a business trip? Tick off eight most
important items from the checklist below.
Open.
Task 2 Match the phrases on the left with the corresponding names on the right.
Answers: (1) -C  (2) -H (3)-E 4 -F (B)-B 6)-G (71)-D (8 -A
Module II Listening and Speaking
Dialogue One
Task 1  Anna Johnson is booking a flight on the phone. Listen to the dialogue and fill in
the blanks with what you hear.
Answers: (1) flights (2) fare (3) Business (4) reservation (5) arrival
Translation of Dialogue One
B B4 RAEENERSTH?
» ARNTAE T — A AR g AP ?
TER S . —HHAE B 8 i, 3 —HEAE B 11 1R

TR . FAT AT g ?

MIRET L, (AR SR AR R TE ?

8 ML

VG A AT A 4 57

JI TR 7 -2, P55 f2:A-N-N-A J-O-H-N-S-O-N.

TF) . O AETT AA9220 fidE. WHL B 8 sE K, 9 & 13 73 Bk L.
kK o

AES

> wrwrwrworw @ > W >

Tapescripts:

A: Good morning. What can I do for you?
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: Yes, do you have any flights to Boston next Monday morning?

: One moment, please... Yes. One at 8:00 a.m. and the other at 11:30 a.m..
: That’s fine. What about the fare?

: Would you like economy, business or first class?

: Business, please.

B
A
B
A
B
A: That would be $355.
B: OK. Could I make a reservation?
B: Certainly. Which flight do you prefer?
B: The 8:00, please.
A: Could I have your name, please?
B: My name is Anna Johnson, that’s A-N-N-A J-O-H-N-S-O-N.
A: All right. I’ve booked a seat for you on Flight AA9220. The flight leaves at 8:00 a.m., and your
arrival in Boston will be at 9:13 a.m..
B: Thank you very much.
A: My pleasure.
Task 2  Listen again and choose the information provided in the conversation.
Answers:
passenger’s name passenger’s flight class
passenger’s flight number destination of the flight
departure/arrival time of the flight
Task 3 Complete the following mini-dialogues with the help of the information given in
brackets.
Answers:
(1) do you have any flights/what flights do you have
(2) one-way, round-trip
(3) Economy, business, first
(4) under the name of Jeff Tucker
Dialogue Two

Task 1 Listen to the dialogue and complete the form. The following words and expressions

may help you.

Answers:

Name: Jim Green Phone number: 13520658523
Room type: a double room Arrival date: on July 15th

Payment: Alipay
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Translation of Dialogue Two

A: TUZ=)E . N4 A AR DA B 2
B: 2, AW AP,

A: AT AR AT ?

B: T 7 H 15 HIF4AME 3 K.

ek, ERE ARG

GRS RYONITR

B, 205 Bl N fE,

AT LA SR SR ?

BRATL. A VR AL A TR S ?
B: Jim Green, Fii%*5fi5/E 13520658523

A: Mr. Green A TR ANAT

B: Wi, FEML.

Tapescripts:

> ® » @ 2

A: The Four Seasons. Good afternoon. May I help you?
B: Yes, I’d like to reserve a room.
A: When will you check in?
B: I will stay for 3 days beginning on July 15th.
A: What type of room would you like, sir?
B: A double room with a shower, please.
A: Just a moment, please. Room 205 is available.
B: May I pay with Alipay?
A: Of course you can. Could you please give me your name and phone number?
B: Jim Green. My number is 13520658523.
A: Mr. Green. We are looking forward to your stay with us.
B: Thank you. Goodbye.
Task 2  Match the questions on the left with the corresponding answers on the right.
Answers: (1) -E (2) -D (3)-A 4 -C (5 -B
Task 3 Work in pairs. Make conversations with the given situations and the following
useful expressions. Then role-play in class.
Open.
Module III Reading and Learning
Reading A Intensive Reading

Task 1 Read the passage about social etiquette with the help of the following words and
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expressions.
Translation of Reading A
HEAZALAX

AR E AL 2 U Gl AT 9 HE N B 7 o 1 AR ARE A2 AT 9 HE I 2R AR — A>Tk i
FEWRE ST R o BOMUE LT ALV RIRAEAE B B — 28 (B E R 2 — > BhitEds .

HNZAER 7 BERIRHIAN NETR . K22 2] — T WM feos A AL E L IALACE

HERN A

R BEMZEY), WAR — o BEAL 5 It BAORFFR .

HA NGRS, RIRIEALE, SR TS MRS 2R T BTEREER T,
{EAZLEACIRAEXS T7 (1T

URARE R, R SR AR by IR, AEARIE TR, 5 AT BUBS 1R
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Task2  Choose the corresponding title from the box for each part of the passage.
Answers:

Partl _ D Part2 _E Part3 _A Part4 _ B Part5 _ C

Task3  Complete the information by filling in the blanks.
Answers:
(1) greet (2) firmly (3) your right shoulder (4) lower
(5) interrupt (6) easy conversation starters (7) as free as possible

(8) nonverbal affirmative gestures
Task 4 Complete the sentences with the proper form of the given words in the box.
Answers: (1) conventionally (2) approached (3) boosted (4) interrupting (5) interaction

Task 5  Work in pairs. Ask and answer the following questions.

Answers:

What is social etiquette and why is it so | Etiquette is the proper mode of conduct or procedure
important? within a certain social realm, which give you a

professional and attractive look.

Who should be introduced first: host or | The host should be introduced to the guest first; the

guest, the junior or the senior? junior should be introduced to the senior first.

What are the example of body language | Eye contact, nodding, smiling, and handshaking.

mentioned in the passage?

Reading B Extensive Reading
Task 1 Read and learn business etiquette with the help of the following words and
expressions.
Translation of Reading B
7 25 AL A
5
HRAFE
HELIFE —EREO IR, 90 .
L B F PR EGERB I IR AN E o 5 27 2 i (0 IR
1IE —H
kS5, A IR T AT LARES: 375 b
ALHA R — R WL i
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Task2  Complete the Dos and Don’ts table according to the passage.

Answers:
Dress properly. Dress revealing clothing.

Topics, including art, scenery, climate and so on, are Have the controversial political-related

welcomed. discussions.

Enter the conference room in hierarchical order. Late for meeting.

Ask your clients’ dietary preferences and restrictions. | Take orders according to host’s appetite.

Module IV Workplace Writing

Writing One Invitation Letter

Task 1  Rearrange the following sentences according to the tips and combine them into the

body part of an invitation letter.

Answers: Part 1: C Part2: A Part3: B Part4:D

Task 2 Complete the following letter of invitation according to the Chinese given below.
Answers: (1)On behalfof (2)invite you to attend the Chinese Culture Forum held at 9:00 a.m.
on July 5% at the Beijing International Exchange Center (3)We sincerely hope that you can accept
the invitation (4) If you can come, please let us know as soon as possible  (5) We are looking
forward to meeting you at the forum.

Task 3 Write a letter of invitation to your client for the launch of new product.
Omitted.
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Writing Two Reply
Task 1 Complete the reply according to the given information.

Answers: (1) Key Competencies Education (2) July 22 (3) Hangzhou (4) 6 p.m. on July
21 (5) CZ3746

Dear Mr. Li,

Thank you for inviting me to the conference on Key Competencies Education on July 22.

I am honored to have this opportunity to attend the conference.

I will arrive in Hangzhou at 6 p.m. on July 21. My flight number is CZ3746.

I am looking forward to meeting you at the conference.

Yours sincerely,

John Smith

Task 2 Rearrange the following sentences according to Task 1 and combine them into the

body part of a reply to decline the invitation.

Answers: Part 1: C Part2: A Part3: B

Dear Mr. Li,

Thank you for inviting me to the conference on Key Competencies Education on July 22.

Unfortunately, I shall not be able to accept your kind invitation because I am supposed to be

abroad at that time. I feel very sorry to miss the opportunity of attending the conference.

Please accept my sincere regrets for not being able to attend. Finally, I wish the conference a

complete success!

Yours sincerely,

John Smith

Task 3 Write a reply to accept or decline the invitation to your business partner for the
launch of new product.

Omitted.

Mini-Project

Work in groups. Make an itinerary. Record a video to introduce the tour plan, and then
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upload your videos and itinerary to the teaching platform. Your group should include the
following roles:

Open.

Module V. Workplace Know-how
Omitted.
Module VI More Exercises for Assessment
Listening Comprehension
Task 1  Listen to the dialogue and fill in the blanks with what you hear.
Answers: (1) bookaseat (2) 7:00 p.m. (3) firstclass (4) awindow seat (5) SL176

Tapescripts:

A: Good morning. China International Airlines. May I help you?

B: Good morning. I’d like to book a seat on a flight from Shanghai to New York on Dec. 3,
please.

A: Would you prefer a morning or an evening flight?

B: Evening, please.

A: There’s one flight at 7:00 p.m. and one at 8:30 p.m.. Which one do you prefer?

B: The 7:00 will be fine. A first class single ticket please, in the name of Mary Jones.

A: Would you like a window seat or an aisle seat?

B: I'd like a window seat, please.

A: All right. I’ve booked a seat for you on Flight SL176. You may confirm this booking next
week.

B: I see. Thank you. Goodbye.

A: Bye.

Task 2 Listen to the dialogue and decide whether the following statements are True (T) or
False (F).

Answers: (1) F (F (3OT (4>T (5 F

Tapescripts:

A: I would like to book a private room at 6:00 p.m. tonight.

B: How many will be there at your party?

A: There will be about 10 people.

B: Just one moment, please. Room 202 is available. I'm booking it for you now. How much per
person?

A: About 60 yuan per person including drinks.
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B: How about the 680 yuan set menu? You can choose the drinks after you look at the menu. We
have different kinds of beer, red wine and soft drinks.
A: OK. Let’s go for the 680 yuan set menu.
B: Thank you. May I have your name and contact information?
A: Sure. I'm Wang Lei and my number is 13653718168.
B: OK. Mr. Wang, we look forward to seeing you at 6:00 p.m. tonight.
Vocabulary and Structure
Task 1 Complete the sentences with the proper form of the given words in the box.
Answers: (1) boosting (2) awkwardly (3) addressed (4) practical (5) affirmatively
Task 2 Fill in the blanks with the proper expressions given in the box.
Answers: (1) comeup with  (2) beaware of (3) getstuckin (4) interact with (5)
make a reservation
Translation
Task  Translate the sentences into English using the given words or expressions.

(1) Despite being a super star, she’s very approachable.

(2) Teachers have a limited amount of time to interact with each child.

(3) We do not want to get stuck in an awkward conversation.

(4) They were interrupted by a knock at the door.

(5) Please open the gate of the classroom as soon as possible.
Reading and Writing
Task  Read the following paragraph and write down your understanding of the underlined
part in about 60 words.
Omitted.

Unit 6 Occupational Health and Safety
Module I Warming Up
Task 1 Look at the following picture and try to find as many work hazards as you can.
Open.
Task 2 Work in pairs. Discuss and decide what to do in the following situations.
Omitted.
Module II Listening and Speaking

Dialogue One
Task 1 Listen to the dialogue and fill in the blanks. The following words and expressions
may help you.

Answers: (1) driving license (2) appealto (3) nervous (4) seatbelt (5) steering wheel
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Translation of Dialogue One

Dick: XfANEE, ez, VRIEHE BILLAT 152

Ford: M, RV BAATI A LA A HE

Dick: M7, . IrEM EES “AINEEIEHS 7,

Ford: ", FRAHIEEF.

Dick: XfANE, S, BATLAE A IR IR R g 2B 2 45 RO 11 5

Ford: {EiXH

Dick: E/EX A4 . FRATLME 14 RN AR S Ef. XTKAE E5A A IR ZH6E
B S, HRes.

Ford: ¥, KE. KRB AL, FLEKK.

Dick: HlH0 . BFM. SeR LA, )RR,

Ford: R0 & 22 42 2

Dick: %8, — EHE R B a2 S

Ford: it i—, XJHE?

Dick: Xf. PRI [FEL I+ 5L S8t T 1A

Ford: FILLER LT g9

Dick: JA g tgsk. R B — rimii .

Ford: W% J33) 1!

Tapescripts:

Dick: Excuse me, sir. Didn’t you see the red light?

Ford: Oh, I thought I could make a right turn on red here.

Dick: No, sir. The sign says “no turn on red”.

Ford: Oh, I guess I didn’t see it.

Dick: I'm sorry, sir, but may I see your driving license and insurance policy, please? I have to give
you a ticket.

Ford: Here they are.

Dick: Sign here, please. You can appeal to the court within 14 days. This slip has all the
information you need. Please drive safely, sir.

Ford: Thank you, sir. It is my first time to drive a car. I'm a little nervous.

Dick: Don’t worry. You will be fine. First of all, put on your seat belt. Adjust the mirrors.

Ford: Do I have to wear a seat belt?

Dick: Of course. It’s a good habit to fasten your seat belt every time you drive.

Ford: Just in case, right?

Dick: Yes. Hold the steering wheel with your hands at ten o’clock and two o’clock.
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Ford: Should I go now?

Dick: Take it easy. Just give it a little gas.

Ford: Wow! The car is starting!

Task 2 Listen to the dialogue again, and put the following sentences in order according to
what you hear.

Answers: A F D C B E

Task 3 According to the dialogue, complete the following form.
Omitted.
Dialogue Two
Task 1  Listen to the dialogue and choose Eric’s problems. The following words and
expressions may help you.
Answers: Eric has gotten a pain in his neck.
{A Eric had a massage last Sunday.
Translation of Dialogue Two
Eric: W, 7%,
Shirley: REFHRE— T
Eric: K XA TRIEL, iR EASHER .
Shirley: Mk, RN BXA. WAEANCCEIR, Fra i EYERANIZ 2R E i@,
Eric: 72, FIETREME, iR 7 — K5, FEkEHZ.
Shirley: . Wrijid% B nl DAZEf AL RO ARG, fE b gas . BARREZK—T.
Eric: {RMAZR. 3B P8 7428 . $28E fa s AR &7 IR -
Shirley: — (7% FEIT Ui FA TN Z ORIFEF IE AR LS o BEAN, BTN S A I i G A I A AR 7E —
(AR
Eric: JEOREE. AT Z A R — L AR AR % EE . BERHT A5 o i B e L L FR AR IR 9%
Shirley: &), M EIRES 3~5 %, SRIEHTT 3~5 1. HREE-LE/\K, XXM A
mio BUAERAZEK— T
Eric: W, KiF 7. WRIERGELFZ 1. ARF IR
Shirley: A%, fEHEH—.
Eric: &1, RFEBIRINEE. @FZEHREZN,
Shirley: VRULFXT. {6 FE AR B 22,
Tapescripts:
Eric: Oh, I’ve got a pain in my neck.
Shirley: You’d better take a break.

Eric: I saw my doctor last week, and she said that I was suffering from the cervical spondylosis.
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Shirley: Oh, sorry to hear that. I think not only you but also all of the office workers should pay
more attention to their health.
Eric: Yes, my neck is stiff, and I feel dizzy and sick after a busy day.
Shirley: Me too. I’ve heard that the massage can relieve pain of the muscle of the affected part,
and improve blood circulation. I am eager to have a try.
Eric: You should try it. I had a massage last Sunday. It’s quite comfortable.
Shirley: A masseuse said that we should maintain a comfortable sitting position. Besides, avoid
sitting in one position for a long time while we are reading and writing.
Eric: That’s right. And we should also do some eye massage every day. Staring at a computer
screen all day really makes my eyes hurt!
Shirley: Yeah, close eyes tightly for 3 to 5 seconds, and then open them for 3 to 5 seconds. Repeat
this 7 or 8 times a day, which is good for your eyesight. Please try now.
Eric: Uh, great. I feel much better now. Thanks very much.
Shirley: You are welcome. Health comes first.
Eric: Yes. I agree with you. Take care of the health before everything.
Shirley: You are right. Health does matter.
Task 2 Listen again and answer the following questions.
Answers:

(1) The masseuse said that we should maintain a comfortable sitting position. Besides, avoid
sitting in one position for a long time while we are reading and writing.

(2) Close eyes tightly for 3 to 5 seconds, and then open them for 3 to 5 seconds. Repeat this 7
or 8 times a day.

(3) The massage can relieve pain of the muscle of the affected part, and improve blood
circulation.
Task 3 Work in pairs. Discuss Internet safety with your partners, based on the given
information and the useful expressions.
Omitted.

Module IIT Reading and Learning
Reading A Intensive Reading
Task 1 Read the passage about occupational hazards with the help of the following words
and expressions.
Translation of Reading A
Ha RN fEE?
HRMb 16 35 2 55 HRAVAH R B0 AR SR I e 3 . B AN e i faE,
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i o FEHRNVSE 7 AT VB B 7 TR RE &k 2 H B L.

Task 2 Read the passage again and answer the following questions.
Answers:
(1) Occupational hazards are dangers to human health and wellbeing which are associated with
specific occupations.
(2) Occupational hazards may lead to illness, injury, or death. They can include physical risks
like falls and exposures to heavy machinery, along with psychological ones such as stress.
Task 3 Match the words in column A with their explanation in column B.
Answers: (1) -d (2) -e 3) f (4 -a (5) -b (6) -c
Task 4 Translate the following sentences into English.
Answers:
(1) You should pull over before answering the phone.
(2) People are often injured on the job because of unsafe equipment.
(3) Nick got hurt on the job and had to go to the hospital.
(4) Have you ever heard of the fire accident in that shopping mall?
(5) He’s driving and talking on his cell phone at the same time.
Reading B Extensive Reading
Task 1 Read the passage with the following words and phrases.

Translation of Reading B
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Task 2 Fill in the blanks according to the passage.

Answers:
(1) two million
(2) health and safety better
(3) the financial costs of accidents and occupational ill health

(4) all losses

Task 3 Complete the sentences with the proper form of the given words in the box.

Answers: (1) contribution  (2) effective (3) suffer (4) employment (5) avoid
Module IV Workplace Writing

Writing One Warning Signs

Task 1 Study the following signs.

Open.

Task 2 Translate the following signs into English.

Answers: (1) Danger Wet Paint
(2) No Litter No Right Turn
(3) No Parking No Smoking
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(4) Overtaking Only  Police Cars Only
(5) Do Not Touch Keep Dry
Task 3 Write a “Don’t do” list of workplace safety according to Task 2.
Open.
Writing Two Tips for Relieving Stress
Task 1 Read aloud the following tips for relieving stress, paying attention to the italicized
parts.
Omitted.
Task 2 Discuss with your partner and list as many ways as possible.
Open.
Mini-Project
Work in groups. Discuss safety issues during business travel and make a brochure. Then
upload your work to the teaching platform. Your brochure should include the following
steps:
Open.
Module V. Workplace Know-how
Omitted.
Module VI More Exercises for Assessment
Listening Comprehension
Section A Safety Notice
Task Listen to the passage and fill in the blanks.
Answers: (1) thirteen/13 (2) open the doors to get out (3) the elevator control panel
(4) certified elevator technicians
Tapescripts:
Elevator Safety Notice
Passenger capacity limit: 1,000 kg for 13 people.
If you find yourself stuck in an elevator, please remember:
YOU ARE SAFE.
DO NOT try to open the doors to get out.
USE the emergency call button located on the elevator control panel to call for help.
WAIT for personnel trained in elevator rescue.
If the elevator isn’t working properly, inform the building management or security officers. Only
certified elevator technicians can legally work on elevators.

Section B Relieving Stress
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Task 1 Frank is talking with Jenny. Listen to the conversation and tick (v ) the correct
answer to each question.
Answers: (1) -B (2) -C
Tapescripts:
(Frank and his colleague Jenny, project manager in the Sales and Marketing Department, are
having lunch in the company canteen.)
Jenny: Hi, Frank, you are not eating much. Are you on a diet?
Frank: No, I just feel really tired. And I don’t feel like eating.
Jenny: Have you got something on your mind? Can I help you?
Frank: Well, I'm really snowed under. I’ve been given two projects and the deadline is getting
close and I haven’t even finished the first one yet. What’s more, my mother is still in hospital.
Jenny: Oh dear, that’s tough but you must try and take it easy.
Frank: I know, but recently I’ve been feeling really down and I’m having trouble focusing.
Jenny: You really need some time off.
Frank: I know. How come you always seem so fresh and relaxed? Have you any tips? I need to
get back on top of my game.
Jenny: Well, to chill out I often listen to music or read novels. Perhaps that would help you.
Frank: That’s a good idea, but it’s impossible with a three-year-old around.
Jenny: Oh, yes, of course... Could you go to the gym after work or even just go for a walk every
day?
Frank: Sounds a good idea. I need to do something.
Jenny: Yes, you can’t just work and worry. You need some relaxation and enjoyment.
Task 2 Listening to the conversation again and decide whether the following statements are
True (T) or False (F) . Then write down the key words to support your answers.
Answers:

(1) F feel tired; Don’t feel like eating.

(2) F ... haven’t even finished the first one yet.

(3) T ...to chill out I often listen to music or read novels.

(4) T Sounds a good idea. I need to do something.
Vocabulary and Structure
Task 1 Complete the sentences with the proper form of the given words in the box.
Answers: ( 1 ) swimming (2 ) calmly (3 ) risking (4 ) caused (5 ) adjusted
Task 2 Fill in the blanks with the proper expressions given in the box.

Answers: (1) look outof (2) playwith (3) sofaras (4) Workon (5) take steps
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Translation
Task  Translate the sentences into English using the given expressions.
Answers:
(1) Employers should provide safety training for workers.
(2) Workers occupationally exposed to radiation are at risk of cancer.
(3) Give yourself a break every couple of hours and do something different for a change.
(4) It’s a good habit to wear a seat belt every time you drive.
(5) Ttis your choice whether you take that shortcut or do the job right.
Reading and Writing
Task Read the following paragraph and write down your understanding of the underlined
part in about 60 words.

Omitted.
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